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Sources of Additional Information offices, clerks or other employees in the accounting department pro-
Information on employment opportunities for gaming cage work- cess payroll.
ers is available from local offices of the State employment service.  Payroll clerks record changes in employee addresses; close out
(See the introductory statement on financial clerks for informa- files when workers retire, resign, or transfer; and advise employ-
tion on working conditions, training requirements, and earnings.) ees on income tax withholding and other mandatory deductions.
They also issue and record adjustments to pay because of previous
errors or retroactive increases. Payroll clerks need to follow changes
in tax and deduction laws, so they are aware of the most recent

PayroII and Tlmekeepmg Clerks revisions. Finally, they prepare and mail earnings and tax with-
(O*NET 43-3051.00) ?é)tlljjrlrr:g statements for employees’ use in preparing income tax

In small offices, payroll and timekeeping duties are likely to be
included in the duties of a general office clerk, secretary, or
l5?1_0counting clerk. However, large organizations employ special-

rate. If inaccuracies arise, such as monetary errors or incorrec'tze.d payroll and timekeeping c]erks to perform these functions. In
amounts of vacation time, these workers research and correct thgfﬂ(f:es that have ?ut_omz}ltter:i t:jmtekelepll?g tsty ste dms, pzyrollkcle_rtlas
records. In addition, they may also perform various other clerical perform more analysis ot the data, look at trends, and work wi

tasks. Automated timekeeping systems that allow employees ggomputer systems. Th?y also_ spend more time answering employee
directly enter their hours worked into a computer have eliminated Uestions and processing unique data.

much of the data entry and review by timekeepers and has elevated

the job of payroll clerk. But in offices that have not automated this Employment

function, payroll and timekeeping clerks still perform many of the payroll and timekeeping clerks held about 201,000 jobs in 2000.
following functions. They can be found in every industry, but a growing number work

The fundamental task ¢imekeeping clerks distributing and  for personnel supply companies and for accounting firms, which
collecting timecards each pay period. They review employeeare taking on payroll duties as an additional service. About 13 per-

workcharts, timesheets, and timecards to ensure that information igent of all payroll and timekeeping clerks worked part time in 2000.
properly recorded and that records have the signatures of authoriz-

ing officials. In companies that bill for the time spent by staff, such
as law or accounting firms, timekeeping clerks make sure the hourglob Outlook
recorded are charged to the correct job, so clients can be properl¥ittle or no change is expected in the employment of payroll and
billed. These clerks also review computer reports listing timecardstimekeeping clerks through 2010, due to the continuing automation
that cannot be processed because of errors, and they contact tigé payroll and timekeeping functions and the consolidation of clerical
employee or the employee’s supervisor to resolve the problem. Iobs. A growing number of mergers and acquisitions also will ad-
addition, timekeeping clerks are responsible for informing manag-versely affect payroll departments as administrative offices are usu-
ers and other employees of procedural changes in payroll policiesally the first to be downsized. Nevertheless, a number of job
Payroll clerks also called payroll technicians, screen timecards Openings should arise in coming years as payroll and timekeeping
for calculating, coding, or other errors. They compute pay by sub-clerks leave the labor force or transfer to other occupations. Many
tracting allotments, including Federal and State taxes, retirementpayroll clerks use this position as a steppingstone to higher level
insurance, and savings, from gross earnings. Increasingly, computaccounting jobs.
ers perform these calculations and alert payroll clerks to problems As in many other clerical occupations, new technology will con-
or errors in the data. In small organizations, or for new employeedinue to allow many of the tasks formerly handled by payroll and
whose records are not yet entered into a computer system, clerkémekeeping clerks to be partially or completely automated. For

may perform the necessary calculations manually. In some smalfxample, automated timeclocks, which calculate employee hours,
allow large organizations to centralize their timekeeping duties in

one location. At individual sites, employee hours are increasingly
tracked by computer and verified by managers. This information is
then compiled and sent to a central office to be processed by pay-
roll clerks, eliminating the need to have payroll clerks at every site.
In addition, the growing use of direct deposit eliminates the need to
draft paychecks, because these funds are automatically transferred
each pay period. Also, a growing number of organizations are allow-
ing employees to automatically update their payroll records. Fur-
thermore, payroll and timekeeping duties are increasingly being
distributed to secretaries, general office clerks, or accounting clerks
or are being contracted out to organizations that specialize in these
services.

Nature of the Work
Payroll and timekeeping clerks perform a vital function—ensuring
that employees are paid on time and that their paychecks are acc

Sources of Additional Information
Information on employment opportunities for payroll and timekeep-
ing clerks is available from local offices of the State employment
service.

(See the introductory statement on financial clerks for informa-
Payroll clerks review computer listings for payroll errors. tion on working conditions, training requirements, and earnings.)




